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Job Description

Job title:  Regional Heritage Centre (RHC) Archives Project Officer
Salary range and conditions: Grade 6 at 0.5 FTE, 12.01.2026 – 11.07.2027
Department/Division Regional Heritage Centre, History, School of Global Affairs 

Reports to:  Regional Heritage Centre (RHC) Director


About the Department/Division/Centre/Faculty: The Regional Heritage Centre (RHC) exists to strengthen the connection between the University and the communities and cultural institutions of North West England through the promotion and celebration of the region’s rich social and cultural heritage. The RHC encompasses the pioneering Centre for North-West Regional Studies (CNWRS, established 1974) and the Victoria County History of Cumbria (VCH Cumbria), part of a prestigious national project. A champion for engagement, knowledge exchange, outreach and lifelong learning, the RHC contributes to fulfilling the University’s civic purpose and achieving its goal of increasing ‘our transformative impact on thinking and practice in the communities in which we operate.’ Please see https://www.lancaster.ac.uk/regional-heritage-centre/ for further details.

Job Purpose

This role is essential for overseeing the final stages of digitising and publishing the Elizabeth Roberts Working Class Oral History Archive, an internationally significant collection in the Regional Heritage Centre (RHC)‘s and University’s possession that documents the voices of working-class communities in North-West England. The RHC Archives Project Officer will ensure the completion of this significant project, making the archive more accessible to a wider audience. Additionally, the postholder will establish the provenance of the other collections held by the RHC (including the development of accession register) and will assess the risks associated with digital continuity and access the RHC’s collections to develop a risk register for the Centre. 

Main Responsibilities

Overseeing the final processing of the Elizabeth Roberts Working Class Oral History Archive collection including:
Digitisation and online publication of the as yet unpublished interview transcription files, applying relevant standards to ensure they are discoverable and accessible
Redacting accurately any sensitive personal information from these files prior to publication, following established standards and guidelines
Working with the Special Collections and archives team in the Library to develop a coherent picture of the contents of the entire collection. 
Establishing the provenance of the other collections held by the RHC, including the development of an accession register. 
Assessing the risks associated with digital continuity and access the RHC’s collections to develop a risk register for the organisation. 
Advising on the development of specific policies and procedures for the future management of the archive collections, in collaboration with the RHC Director and the University’s Special Collections and Archives Project Officer. This includes documentation on collections development, preservation, documentation, and access. 
Raising awareness of the RHC’s archives and scoping opportunities for promoting them across and beyond the University (e.g., encouraging their use as resources for teaching and research).
Responding promptly to written and verbal queries or requests.
Attending meetings with other RHC team members and University colleagues, as required.
Undertaking such other duties (appropriate to the grade) as may be prescribed by the RHC Director.

Job Hazards/Safety-Critical Duties and required Pre-employment Checks: On occasion you may be required to work alone in designated spaces on the Bailrigg campus. A full risk assessment has been or will be conducted to ensure personal safety an emergency procedure in case of accident, fire or unprecedented incidents.

Physical Demands: The role involves a combination of desk-based work and the handling of archival materials. Training and guidance will be provided as necessary depending on the post-holder’s level of knowledge and experience. On occasion you may be required to attend meetings on the University campus. 

[bookmark: _Int_Zmayxgdd]Values: The University recognises and celebrates good employment practice undertaken to address all inequality in higher education whilst promoting the importance and wellbeing for all our colleagues.  We expect all staff to embrace our core values and work positively to support equality, diversity, and inclusion, ensuring that every team member contributes to a supportive, and respectful working environment. Find out what it's like to work at Lancaster University, including information on our wide range of employee benefits, support networks and our policies and facilities for a family-friendly workplace.
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